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yuval County Public Schools

Outlook Web Access 2010 Quick Start Guide

Use any computer with Internet access and open the browser.
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Logging into DCPS WebMail (OWA 2010)
Click in the address fill and type the following url:

|Address |https://webmail.duvalschools.org

DCPS Web Mail Main Page

(= DCPS WetiMall - Windaows Internet Explorer

G- = @ Netps fwebmal duvaschooks argl
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Welcome to WebMal, Duval County Public Schooks” chent for wob-based email

Important note!

The DCPS Division of Technology will never ask for your login information, personal
information or password in an email, nor will it send any link that asks for them,

Click HERE to login

Please Read the FAQ and the Quick Start Guide below before logging in!

click HERE |

Page 1 of 14



Enter Network User name and Password

Microsoft

Outlook' Web App
Click in the appropriate radio
Security ( show explanation ) bUtton'
(O Thisis a public or shared computer CIICk on ,ShOW ex.planatlon
® Thisis a private computer G || for more information (see
Varning: By selecting thiz option, you confirm that this computer flgUfe beIOW)-

[ Use the light version of Outlock Web App

User name; |hartk Type DCPS
|| Jser name
Password: and
Password

Connected to Microsoft Exchange

= crosoft Corporation, A

Microsoft

Outlook' Web App

Security ( hide explanation ) Choose this option if you are on a

() Thisis a public or shared computer — pUinC (pUb”C Iibrary' Schultz Center,
FEap : F etc...) or a computer that you share.

This is rivat ter . .
©  Thisis 2 private computer Choose this option on your

= | | home computer or on your
DCPS computer.

Use the light version of Outlook Web App

Choose the light version if
— you are on a slow Internet
connection.

il
T

User name:

Password:

Enter your DCPS User name and password and click Sign in

Page 2 of 14



Microsoft Outlook Web Access Main Screen

. Kathy Hart »
Outlook Web Appy, ... & et
trésere . ©
# 3% Favortes Mhen - XK - wow - Ptw = W - @ \ \
3 Inbox - - A& —
B Lrvead Mt 2 ¥ x
3 Sart [wre Arraege By: Date = - summer training/owa 2010
-
J SomvTer Fanngfoms 2010 »
“nen £ Vint The 13:15 04 *# A Susan E, Webb Asos - ™
Tt
2 test
Dend Suth Ned 1258 AW 14ke the new e-mad, Yes, we will need to do an overview of the
owa
2t
voly 5. Larham /2010
] Mak
o
! Calendar
8. Contacts
o] Tanks
29 Pubix Folders

This is the Outlook Web Access 2010 (OWA) main screen. To view e-mail messages do
one of the following:

L] Click ‘ Id Ma
hd ClICk LE Tnboe:

in the Outlook Tools pane
in the Outlook Folder pane

Double-click on the message you wish to view.

Responding to an E-mail Message

i

(_ https:/169.157.9.537ae=Itemita-0pentti=IPM.Notettid=RgAARAC?: 2f 3wX Iul0T4 pLiuBmitKmNB. .. Z| |E|
QRepIy @Repl-,: All @Fc-r';-.-ard - d - Eﬁ = @ X - @

RE: summer training/owa 2010
Susan E. Webhb

Sent: Thursday, May 20, 2010 11:15 AM
Toe Kathy Hart

I like the new e-mail. Yes, we will need to do an overview of the owa.

From: Kathy Hart

Sent: Wednesday, May 19, 2010 8:03 AM

To: Holly 5. Lanham; Susan E. Webb; Vicki K. Mclenahan; Veronica L. Brown
Subject: summer training/owa 2010

we need to be sure to include an overview of owa 2010 in our summer training.

When the e-mail opens you have several options:

-
= Click “#R®*¥ 4t the top of the e-mail if you wish to send a return message to the
sender only
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= Click SReplyto at the top of the e-mail if you wish to send a return message to
the sender and all others copied on the original message

—
= Click "*meard| to send the message to other recipient/s

= Click o to print the message

= Click X to delete the message

Click =% {5 send your reply to any of the above choices

Creating a New Message

Gutiook Web App, . i
e t Y] “
e [ et @8
B vaad Mad 2 ¥
3 “art [owre Arracge by: Dute - summer training/owa 2010
g J SvTer Fanngioms 20 .
Lnen & Vet The 15:15 04 *# o Susan E, Webb 3 Acsors - ™
Ta v
~ . o 2t od 1% AM 14ke the new e-mad, Yes, we wil need to do sn overview of the
o Mad
11 Calender
8. Contacts
] Tanks
9 Pubiic Folders
. BdMew + || .
Click in the center pane of the main Outlook Web Access screen to create a

new e-mail message.

Untitled -- Message

&l To
G Cc
Subject:
Verdana v« B I U ZiZ £# ¥ A~ ¥

Kathy Hart

Instructional Technology Coordinator
Duval County Public Schools
904-348-7126
www.duvalschools.org/intech
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Complete/Review the following fields:

Field Name R/O Description

To... R E-mail address of the recipient
Example: tillj@duvalschools.org

Subject: R Brief description of the e-mail topic.
Example: This is a test document

Type your message in the message field.

Attaching a File to an E-mail Message

Click . i on the tool bar.

2 Attach Files -- Webpage Dialog

Indude Attachments

To include an attachment, click Browse, and then select the file, After you've selected the

file, click Attach. The file will be uploaded to your message.
Browse...

Choose mare files

@ You can attach an e-mail item by copying and pasting the item using the keybeard
shortouts CTRL4C and CTRL+V, or using a drag-and-drop operation. Learn
about this feature ...

Attach Cancel
. Browse...
Click ——————-—J
Select the file you wish to attach
Choose file @
Laak in: |@ Tech Div j L= &k EB-
1) Donated Equipment B mstructional Te
. B puval DA Schools E17C School Assi
My Recent _E;J]EOC Manual-Appendix C IzlJITC Surnmer Tre
Dioaumests 'E]EOC Manual-DAC Section IEIJLearning Manac
@ @FL Innovates Data Equipment IEﬂl‘\ﬂanaging Prinke
EX4)FL Innovates Data Equipment 3_18_10 Emerril rd and F
Desktap IZIJFL Innovates Data Equipment 2008 IZIJMyTest and D&
- |IEIJFL Innovates Data Equipment 2003_Board Member - |netp
u IE_QFI Innovates Technology Resource Survey Computers 09_10 DjNETS CROSSW
B FL Innovates Technalogy Resource Survey School Equipment 09_10 B3] onCourse Sumr
by D I
WBRELENS IZIJFL Innovates TRS Competitive 09_10 ﬁOut of county £
_ £ Fy2010TechStatus193an10 W owazo10Fag
3{3 @Gradebook Managers and MyTest Coordinators IEIJOW."QDIDI‘\‘1anu
My Camputer _E;’]In Counky Travel Claim Form Interactive calc 098 1h 2
) 1rstructional Technology First quarter review ] cvwva 2010 man
< | >
My Network File name: |DWA2EI1 G vickS tarkG vide: j Open |
Places
Files of type:  [A Files ] =l Cancel

Click
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} A Attach Files -- Webpage Dialog

Indude Attachments

To indude an attachment, dick Browse, and then select the file. After you've selected the
file, dick Attach. The file will be uploaded to your message,

C:'\Documents and Settings\hartk\Desktop Tech DivioWA20 100uickStartGui |

Choose more files

_@ You can attach an e-mail item by copying and pasting the item using the keyboard
shortcuts CTRL+C and CTRL+Y, or using a drag-and-drop operation. Learn
about this feature ...

Attach Cancel

I

Attach |

Click

(_ https:/1169.157.9.53Pae=ItemiGa-Newtit=IPM.Noteficc=MTQuMC4 20D uMSx1bi1 VUywOMjk0OT. ..
=send [/ 0 O & Y 3 B OV - [Hoptons.. |[HTM v

G To... Holly 5. Lanham|

&} ce...

Subject:

Attach... Lﬂo&za 10QuickStartGuide.doc (2 MB) [Open 25 Web Page]

Verdana [oWwaz010GuickStartGuide doc | U IS4 EE 8= w. A- v

Here is the OWA 2010 Quick Start Guide,

Kathy Hart

Instructional Technology Coordinator
Duval County Public Schools
904-348-7126

www. duvalschools.orgfintech

Your file is now attached to your E-mail message. Click =™
Open an E-Mail Attachment
Click on an attachment to open.

QREDH' @Replv All QFor';-.'ard - - % = | @ >< ..E M '@
Susan E. Webb

Sent: Friday, May 28, 2010 10:55 AM

To: Kathy Hart

Attachments: W1ETSS doc (27 KE) [Dpen == Web Page]

This is @ test!
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File Download

X}

Do you want to open or zave this file?

@_,j Marne: METSS.doc

Type: Microsoft Office Word 97 - 2003 Documnent
From: 169,157.9.53

Open ] [ Save ] [ Cancel

| £ | Y'hile filez from the Intermet can be useful, some files can potentially
g harm pour computer. IF pou do not trust the source, do not open ar
= zave thiz file. What's the righk?

CIickonI e ]orl

Note: If you get this message telling you to right-click.

Windows Internet Explorer

To opén thes sttachment, you must save it to your didke, Foghe-<ick the Ik, and then chek Save. With & singde-button mouss, hold the button domn et the bnk, and then
cick Save,

CIick

Navigate to the location on your computer you want to save.

Save As E
Save jn: | (£} My Documents V| &) S Al FEF

0, I mwreg Chav [CICRF
i 2} Iy Ableton ]z iy
My Recent | Acceptable Use Policy_files [C)Blackberry ycss
Documents | 25 access [C)Eluetoath Exchange Falder CIDat
= |5 Access Connections [Cbudget [Chdep
L @Account Autamation [ﬁBusiness Intelligence [ﬁDec
Desklop =)ad () Camtasia Studia (C)Der
5 Adobe Scce i
| AdobestockPhotos [ChCerts [C)Dire
I8l webs (CIcharts (Dt
My Documents lﬁnntﬁpfam @cheFH|sts [l]eel
| Appraisal Software [ Citrie [CI0or
- I sudible () Class Server S)dra
g! I aup [ compass Chdre
3 I aurara [ Consulkech Ci0re

ty Computer
] | >
‘\g File name: hd | I Save ]
Ay Hetwark Save as type: |Adobe Acrobat Docurment W | ’ Cancel ]

Accept the file name given or type any name for the attachment you wish and click

Save
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View Calendar

Click

Microsoft Outlook Web Access - Calendar

w ‘Emmwwlw | ,L = f2- () - e e ) Tooe -
o Kathy Hart -
Giitiook WebApp, b

Casrdar Oeeorns (R s
< May 2010 = > [t = X N+ Biwae | ves-  Tody SHosy | fRworkwes FHves [luenthn & B 3 & -
SMTWTES g,_,;.!. o I.
bA R axx1
231 4878 I
$ 011213188 |
% 7181922 8% |
WIS X TR |
VI 2yE l

g

4 Ny Calerdany f
&) 55 coenca :

10" |

11° ,

2™

- Mail 1 |

Sy 2

5] comtacts

ﬁ Tasks 3

M rutsc Folders |

) ] work Week .

Click to view your work week calendar.

p— Kathy Hart -
Outlook Web App, . 5o

Calwretar xore W ® -
¢ My 20~ » Blrer + X 8- Blsos ven+ oy ey SHeuboles Eves Wt & S 3 S -

SMYWT P S &P 24 Marday 25 Tossday 20 Wedeadey 27 [T T -
PL D T lr b B (S |

2345878

¥ DB UIS

BT RN B

DUy DAS

»n x-x.9'3

9

# My Calendery
(@] B calencer 10"

11

12"

L_'q Mad 1

= Calendar 5

&, contacts

7] Tosks 3

2P pubic tolters

27. Click £ Month to view your monthly calendar.
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T T

Outlook Web App. . A
Caterda oo @ -
< 2010 > Bew - X X~ BAswee- owr - Tocey Moey MworkWest Moo Bty O G 3 @ -
n b M £ 2 May, 2010
A | May | an Surdsy Mordsy Tuesday viedresday Thursdey Fredey Setrtey
N km S 25 26 - 37 28 ~ 29 . 30 < Mayl
Oct ey Qe
2 3 4 5 6 »|2 “ 8
4 1y Calrdars
¥ [ Comder
a 10 1 12 13 ‘14 %15
16 ) -8 19 - 20 L2 v 22
=3 mat 2 2 2 26 27 . 29
T colendar
= Comtacts
: 30 31 ~ Jun1 212 2.3 4 305
Tasks
e N U D
Create a Contact List
. Contacts
ciick | & - S
WO ray et Otk Wb Ao [+ B~ @ - P s reck - "
) ———
NI
Bitlook Web App.;: Kathy Hrt-
e e 015 e
sow: Ritew < X F= we- D S Faraed
ou - £ . Stahiman, Terri
O Pexie STy e o e o
an-a "s“‘l""':’%;;‘ Profle 0 s o
<o
vy Contacts
=3 mat
5:.
8] Comtacs
7] Tosks
59 robic rolders

To add a contact, click Bt
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{Z hitps:/169.157.9.53Fae-Itemita-Newfti-IPM.Contacigf. ..

ma
Y- lom-

[l save and Close ﬁ:j ) m

Profile

Jump to: Contact | Addresses Dietails
Profile

First name

Middle name

Last name

File as Last, First

Job title

Office

Department

Company name

Manager

Assistant
Contact

Business phone

Home phaone

Mobile phone

Assistant ¥

E-mail M

@ Internet

H100% -

Complete/Review the appropriate fields.

Click [& save and Clase

near the top left corner of the screen.

Access your contact list when creating an email

P
QOutlook Web App, ..
tréax
# 3} Favortes ad XK= Fitw
3 Irbox
B evead Ml e
3 St [wre Arrange by: Date = -t o
< 9| vathyHent
) trbex 11 Semrer Fanngioms 2010
B ooy “nen &, Vit Th 15:15 004
i) Sent [bere
b Mones
® Jrkz vl et
@ Deletad Jiems Dend Ruth Wed 158 AM
2 Search Foders
a T
roly 5 Lecham IA3iN10

ol Mad
m

T Calender
B contacts
o] Tasks

3 Pubiic Folders

Kathy Hart «
= B “
-+ 4 4
summer training/owa 2010
2 .x iy M s e vt e ot 503 20
*# G Susan E. Webb

Acve - ™
Yor catty Hat

14ke the new e-mad, Yes, we vl need to 9o an overvew of the
ova
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Click &= or [ 1nbox

Edtew -
Click to create an e-mail message.

(2 hitps:1169.157.9.53Rae-ltemtta-Newttt-IPM.Noteftcc-MTQuMC420D1uMSxibi1VUywOMjkooT... [=|[8]X]

=send W 0 @ & Y 3 B V- [HAoptons.. |HM % @
[ To... |

G} e

Subject:

Verdana “#lio | B I U = 'EE i W, ﬁ' ¥

kathy Hart
Instructional Technology Conriinator
Duval County Public Schools

Q04-348-7120
www.duvalschools.orgfintech

Type the E-mail address directly in the To... Field or Click e to access the
contact lists.

To locate E-mail addresses make one of the following choices
= Choose “Global Address List” for E-mail addresses on the Duval network

» Choose “Contacts” for E-mail addresses you have entered in your personnel
contacts list

Type the name in the search box and click el

2 Address Book -- Webpage Dialog

Address Book [E

[ Default Global Address List wehb b 4

[l Al Rooms Arrange by: Mame - Aontop -
Show other address lists ¥ Susan E. Webb
webbs 1@duvaltest.org

Contacts

4 My Contacts
[83 contacts
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Click once, to highlight the name of the contact located and perform one of the following

actions:
., [T . .
= Click .to place the contacts name in the “To” field
= Click L Ce.. .to place the contact name in the copy field
. Bee... . . .
= Click e .to place the contact name in the blind copy field
Click "

Untitled — Message

(= Mg d1169,157.9 537 a0 o 1emnilo -NewS 1« IPM, Notaee - M TQUMCS 2000MS xIb 1 VU ywOM k0O T

EE®

2sed W 0 @ Y 3 R T - Booem HTM b4
-

<

Y

S.trect

Verdera vo¥ B ITUIEIE#REEY A
K.'I.H‘z{ Hart

Instructional TYechnolgy Coordnator

& Irbarnet

BN -

Your contact will be displayed in the E-mail address section.

If you wish to send the message with importance, click .

If you wish to send a routine message, click =" Send.
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Delete Unwanted E-mail Messages
Click '@l Deleted Items

“ ™ O Koy Hart - Cublook Web iop

. Mt
_B Calomdar
i:] Contacts
Z Tashs

3§ wublc rolders

45, Click empty to delete all items
Empty Deleted Items ¥

Are you sure that you want to delete all the items
\-_:rr' and subfolders in the Deleted Items folder?

fes Mo

=

Click

Select an item and click X to delete one item at a time

Windows Internet Explorer

\i:’) Do wou want ko permanently delete the selected items?

[ Ok, ] [ Cancel

CIick
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Logging Off

Click on Sign out in the upper right hand corner.
Kathy Hart -

Sicn oot

i

Options [ 3 : © -

— 2 2\ Collapse All | Oldest on Top

Outlook'Web App DCPS

You have successfully signed out of Outlook Web App. To help protect your e-
mail account, dose all browser windows.,

Connected to Micrasoft Exchange
& 2005 Micrasoft Corporation, All rights reserved,

The webpage you are viewing is trying ko close the window,

Do wou want bo close this window?

[ es ] [ ]
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